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MOBIUS Management Systems created the DocumentDirect product to allow users the
ability to view data online, export data into external applications, annotate documents and
print data using one single interface. By clicking on the plus sign to the left of Report you
will see the report options available to you. The right side of the Navigator window
shows the actual Report ID as well as a description of the report.

The left pane of the navigator window shows the drives for which you have access.
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By clicking on the plus sign to the left of Report you will see the report option available
to you. The right side of the Navigator window shows the actual Report ID as well as a
description of the report.

To find the versions available under your Report ID click on the plus sign to the left of
the report. You may see several different icons along with the report date and time.

The yellow cylinder with the plus sign indicates that the report is available at this
time.

The gray box with the X represents reports that have been archived. The report is still
available but you will send a recall request when you try to select that report. When
you get a message that says the “Recall request has been sent. Try again later” You
should be able to access that report within the next 5 minutes.

If the report has the red no volume symbol ©. The volume is not available and you
will need to request that version.
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The Locate dialog box allows access to the report by filling in the field information for
report, topic or file. The Locate icon can be found on the Navigator toolbar. If you know
what page you are looking for you can type in the page number along with the report
information and click the Open button on the bottom of the dialog box. If you are unsure
what your page number is and you want to locate the report and then view the page
listing click on the Locate button on the top right of the dialog box.

Using the Locate button from the DocumentDirect navigator does not incur any costs
from viewing the page in MOBIUS.



05/30/01 STATE OF MISSOURI
REPORT ID: A6572 VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS URITTEN 05/31/01

AGENCY: 860 DOR-OPER TRANSACTION CODE: AD BANK: 0O CENTRAL BANK, JEFFERSON CITY BANX ACCOUNT 1005039910

CHECK VENDOR VENDOR VOUCHER VOUCEER CHK  VENDOR PAYMENT
NUMBER NANE CODE NUMBER DATE CAT INVOICE ANOUNT
00006157188 ALBAUGH, INC DORFUELTAX B63QR100013504 05 29 01 V145018F130 11,11
TOTAL FOR CHECK: 11,116.
00006157189 ALLARD. BARBARA DORFUELTAX 863V14SO1MF045 05 25 01 V14501HFD04S 3
TOTAL FOR CHECK: 34.
00006157190 ALLEN, DENNIS E DORFUELTAX 863V14S01MF038 05 25 01 V14501NMF0038 1
TOTAL FOR CHECK: 17.
00006157191 AUG, CHARLES D DORFUELTAX 863V14501MF070 05 25 01 V14501NMF0070
TOTAL FOR CHECK: 31.
00006157192 BARKLEY, JAMES DORFUELTAX 863V14S01HFO67 05 25 01 V14S01MFO067
TOTAL FOR CHECK: 51.
00006157153 BARKLEY, JANMES DORFUELTAX 863V14501MF104 05 25 01 V14S01NMFO104
TOTAL FOR CHECK: 142.¢
00006157194 BERMER HANDLE CO INC DORFUELTAX 863V14SO01MF027 05 25 01 V14501MF0027
TOTAL FOR CHECK: 4
00006157185 BEISLY OIL CO DORFUELTAX 863V14501MF097 05 25 01 V14501HF0097 34¢C
TOTAL FOR CHECK: 340.¢
00006157196 BERDEAVY, ROBERT E DORFUELTAX 863V14501MFO50 05 25 01 V14501MF00S0 18¢
TOTAL FOR CHECK: 18

00006157197 BERTRAM, FRED DORFUELTAX 863V14501MF044 05 25 01 V14501MF0044
) TOTAL FOR CHECK: 14!

The DocumentDirect window consists of a title bar, menu bar, status bar and toolbar.
The status bar at the bottom of the screen if your information bar. To navigate through
the window you may use the following options:

Page Down—scrolls down the report one screen of lines at a time
Page Up—scrolls up the report one screen of lines at a time
Ctrl+Page Up—goes to the top of the previous page

Ctrl+Page Down—goes to the top of the next page
Arrow keys—allow you to move one position

Ctrl+Home—goes to the upper left row or column of the current page

Ctrl+End—goes to the lower right row or column of the current page

To set the caret in the report right click in the area and select Set Caret off the quick
menu
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Changing the Display of the
Report

- eChanging the Font
- eMoving columns
e Copying columns
eHiding columns
elreezing columns



Changing the Font

05/30/01 STATE OF HISSOURI
REPORT ID: A6571 VOUCHER PAYMENT CEECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01

AGENCY: 860 DOR-OPER TRANSACTION CODE: AD BANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005039910

CEECK VENDOR
NUMBER NANE

. VENDOR ____ VOUCHER ____ VOUCHER VENDOR

00006157188 ALBAUGH, INC

00006157189 ALLARD. BARBARA

00006157150 ALLEN, DENNIS E

00006157181 AUG, CHARLES D 4501HF0070

00006157192 BARKLEY, JAMES

00006157193 BARKLEY, JANMES

00006157194 BEAMER HANDLE CO INC

00006157135 BEISLY OIL CO DORFUELTAX 863V14501MF097 05 25 01 V14501NMF00S7
TOTAL FOR CHECK:

00006157196 BERDEAVY, ROBERT E DORFUELTAX 8&63V14501MFOS0 05 25 01 V14501HF00S0
TOTAL FOR CHECK:

00006157197 BERTRAM, FRED DORFUELTAX 863V14501MF044 05 25 01 V14S01KFD044 1

Changing the Font of the report display only changes your current display of the report it
does not change the Font of the actual report.

The Font option is under the View option on the menu bar. The dialog box allows you to
change the font, font style and/or font size. You do not need to select the text that you
want to change, when you modify the font the changes will affect the report.



Moving and Copying Data

OF HISSOURI
ENT CHECK REGISTER BY AGENCY
CKS WRITTEN 05/31/01

PAGE 274

00 CENTRAL BANK, JEFFERSON CITY

BANK ACCOUNT 1005039910

VOUCEER CHK  VENDOR
'UMBER DATE CAT INVOICE

QR10001350¢ 0S 2S O1 V14501HF130 11,116.81
TOTAL FOR CHECK: 11,116.81

'V14501MF045

0s 25 01 V¥14501HF0045 34.00
TOTAL FOR CHECK: 34.00

V14501MF038

B85 25 01 V14501NMF0038 17.00
TOTAL FOR CEECK: 17.00

HARLES D DORFUELTAX 863V14501MF070 BS 25 01 V14501NF00Q70 31.11
TOTAL FOR CHECK: 31.11
T, JANES DORFUELTAX 863V14501NMF067 05 25 O1 V14S01HFO067 51.00
TOTAL FOR CHECK: 51.00
¥, JAMNES DORFUELTAX 863V14501MF104 05 25 01 V14S01MF0104 142.01
TOTAL FOR CHECK: 142.01
HANDLE CO INC DORFUELTAX 863V14501MF027 05 25 01 V14S01HF0027 43.33
TOTAL FOR CHECK: 43.33
OIL CO DORFUELTAX 863V14501MF037 0S5 25 01 V14S01KFO097 340.00
TOTAL FOR CHECK: 340.00
VY, ROBERT E DORFUELTRX 863V14S01MFOS0 05 25 01 V14501MF0Q0S0 180.8%
TOTAL FOR CHECK: 180.86

, FRED DORFUELTAX 863V14501MF044 05 25 01 V14501HF0044 148.70
EC! ) .

In this example we are going to move the Payment Amount column closer to the Vendor
invoice column.

To move or copy a column of data follow these steps:

1. Mark the text you want to move or copy by using the mouse to select. You will not
need to mark the entire text just include the number of rows or the width of the
column. '

Click the right mouse button in the area that you want the data to appear and choose
Set Caret from the quick menu

Pull down the View menu and choose Move or copy

In the Extend Mark to Page Boundaries specify which direction

Click on the Move to... or Copy to... button

Move to Caret.
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VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01
R TRANSACTION CODE: AD BANK: 00 CENTRAL BANK, JEFFERSON CITY BANX ACCOUNT 1005039910
VENDOR VENDOR VOUCHER VOUCHER CHK  VENDOR l PAYMENT
NAME CODE NUMBER DATE CAT INVOICE AMOUNT

H, INC DORFUELTAX 863QR100013504 0S 29 Oi V14501H8F130 11,116.81
TOTAL FOR CHECK: 11,116.81

. BARBARA DORFUELTAX B63V14501MF045 0S 25 01 V14501MFOQ4S 34.00
TOTAL FOR CHECK: 34.00

DENNIS E DORFUELTAX 863V14501MF038 0S 25 O1 V14501KFQ038 17.00
TOTAL FOR CHECK: 17.00

(HARLES D DORFUELTAX B863V14501MF0O70 05 25 01 V14501HF0Q70 31.11
TOTAL FOR CHECK: 31.11

1Y, JANES DORFUELTAX 863V14501MF067 0§ 25 01 V14501MFQCE7 §1.00
TOTAL FOR CHECK: 51.00

¥, JAMES DORFUELTAX 863V14S01MF10¢ 05 25 01 V14501NMF0104 142.01
TOTAL FOR CHECK: 142.01

HANDLE CO INC DORFUELTAX 863V14501MF027 0S5 25 O1 V14501NF0Q027 43.33
TOTAL FOR CBECK: 43.33

OIL CO DORFUELTAX 863V14S01MF097 05 25 01 V14501MF0097 340.00
TOTAL FOR CHECK: 340.00

VY, ROBERT K DORFUELTAX 863V14S01MFOS0 0S5 25 01 V14501MF00SO 180.86
TOTAL FOR CHECK: 180.86¢

M, FRED DORFUELTAX 863V14501MF044 05 25 01 V14501MF0044 149.70

Now the Payment Amount column is closer to the Vendor Invoice column allowing us to
view the entire information.

Copying a column of data will create a duplicate of the information leaving the original
in place and placing the duplicate where the caret has been set.



STATE OF KISSOURI
VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01

CODE: AD

BANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005039910

VENDOR
CODE

VOUCHER
NUNBER

PLYNENT
ANOUNT

INVOICE

DORFUELTAX 863QR100013504 05 29 01 V14501MF130 11,116.81

TOTAL FOR CHECK: 11,116.81

DORFUELTAX 863V14501MF04S 05 25 01 V14501MF004S 34.00
TOTAL FOR CHECK: 34.00

DORFUELTAX 863V14501MFO38 05 25 01 V14501NMF0038 17.00
TOTAL FOR CHECK: 17.00

DORFUELTAX 863V14S01MF0O70 05 25 01 V14501HF0070 31.11
TOTAL FOR CHECK: 31.11

Q0006157192 BARKLEY, JANES DORFUELTAX 863V14SOLNFO67 05 25 Ol V14SO1HMFD067 51.00
TOTAL FOR CEECK: 51.00

00006157153 BARKLEY, JANES DORFUELTAX 863V14SO1NMF104¢ 0S 25 01 V14501MF0104 142.01
TOTAL FOR CHECK: 142.01

00006157194 BEAMER HANDLE CO INC DORFUELTAX 863V14501MF027 05 25 01 V14501KF0027 43.33
TOTAL FOR CHECK: 43.33

00006157195 BEISLY OIL CO DORFUELTAX 863V14501MF097 05 25 01 V145014F0097 340.00
TOTAL FOR CHECK: 340.00

00006157156 BERDEAVY, ROBERT H DORFUELTAX 863V14501MFO50 05 25 01 V14S01NMFOQS0 180.86
. TOTAL FOR CHECK: 180.86

00006157197 BERTRAM, FRED DORFUELTRX 863V14501MF044 05 25 01 V14501HF0044 148.70

To hide columns of data follow these steps:

1. Mark the text you want to hide by using the mouse to select. You will not need to
mark the entire text just include the number of rows or the width of the column.

2. Pull down the View menu and choose Hide.

3. Inthe Extend Mark to Page Boundaries specify which direction

4. Click on Hide

In our example we do not need to view the Vendor Code, Voucher Number, Voucher
Date, Chk Cat or Vendor Invoice columns.



§8: DocumentDirect - [SDCOS1

tate.mo.us: ABS7ATR (20010531120000}}

05/30/01

STATE OF MISSOURI
REPORT ID: A657A VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS URITTEN 05/31/01
AGENCY: B60 DOR-OPER TRANSACTION CODE: AD  BANK: 00 CENTRAL BANK, JEFFERSON CITY BANR ACCOUNT 1005039910
CHECK VENDOR PAYRENT
NUNBER NANE AMOUNT
00006157188 ALBAUGH, INC 11,116.81
11,116.81
00006157189 ALLARD. BARBARA 34.00
34.00
00006157190 ALLEN, DENNIS E 17.00
17.00
00006157151 AUG, CHARLES D 31.11
31.11
00006157192 BARKLEY, JAMES 51.00
51.00
00006157193 BARKLEY, JAMES 142.01
142.01
00006157194 BEAMER HANDLE CO INC 43.33
43.33
00006157195 BEISLY OIL CO 340.00
340.00
00006157156 BERDEAVY, ROBERT H 180.86
180.86
00006157187 BERTRAH, FRED

After hiding the selected columns the only information we view now are the Check
Number, Vendor name and Payment Amount columns.

When information is hidden it will not print out nor will hidden data be exported. So if
you only want to print or export certain information hide the information needed and then
print or export.

-10 -



VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01

CODE: AD BANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 10050339910

PAYNENT

11,116.81
11,116.61

34.00
349.00

17.00
17.00

00006157191 AUG, CHARLES D 31.11
31.11
00006157192 BARKLEY, JANES £1.00
51.00
00006157153 BARKLEY, JANMES 142.01
142.01
00006157194 BEAMER HANDLE CO INC 43.33
43.33
OUOOSlS?iéS BEISLY OIL CO 340.00
340.00
00006157196 BERDEAVY, ROBERT H 180.86
180.86
00006157197 BERTRAH, FRED 148.70

To freeze column heading you will need to make any modifications such as moving and
hiding first, then to freeze the information follow these steps:

1. Mark the text you want to freeze by using the mouse to select. You will not need to
mark the entire text just include the number of rows or the width of the column.

2. Pull down the View menu and choose Freeze.

3. Complete the information in the Type of Mark

4. Click on Freeze

5. When the rows are frozen you will be able to page down and still see your column
headings. See the example below:

5- AGLZATE (200105311 20000) )

00006157190 DBEITGEN, INC sS5.05
ss6.85

00006157199 BOONE COUNTY OIL COMPANY 3.555.55
3,.SSS.55

PAYHENT
NUNMBER NAME AMOUNT

00006187200 BOONVILLE READY NIX s08.29
B soe.29

00006157201 BOSWELL, BILL R SR o3.50
®3.so

00006157202 BOWLING, TIMOTHY 61.73
61.73

CO00E1S7203 BRANDT, ALVIN J 3a.08
24.08

00006157204 BRIDGEPORT BOAT RENTALS 19,406.52




556.85

3,555.85
3,555.58

608.29
608.29

93.50
93.50

€1.73
61.73

34.08
34.08

15,406.52

To set everything back to the default view settings select Clear View from the View
option on the menu bar.

05/30/01 STATE CF HISS
REPORT ID: AES7X VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS URITTEN 05/31/01
AGENCY: 860 DOR-OPER TRANSRCTION CODE: AD BANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005039910
CEECK VENDOR VENDOR VOUCHER VOUCHER CHK  VENDOR PAYMENT
NUMBER NANE CODE NURBER DATE CAT INVOICE AKOUNT

00006157188 ALBAUGH, INC DORFUELTAX 863QR100013504 0S 29 01 V14501HF130
TOTAL FOR CEECK: 11,116
00006157189 ALLARD. BARBARA DORFUELTAX 863V14S01MF04S 0S 25 01 V14501MFO04S

TOTAL FOR CHECK:

00006157150 ALLEN, DENNIS E DORFUELTAX 863V14501MFO38 0S5 25 01 V14501NFD038
TOTAL FOR CHECK:

00006157191  AUG, CHARLES D DORFUELTAX 863V14501MF070 05 25 01 V14S01HFO070
TOTAL FCR CHECK:

00006157192 BARKLEY, JAMES DORFUELTAX 863V14SO1MFO67 0S5 25 01 V14S01MFOQ67
TOTAL FOR CHECK:

00006157153 BARKLEY, JANES DORFUELTAX 863V14S01MF104 05 25 01 V14501NMFD104
TOTAL FOR CHECK:

00006157194 BEAMER HANDLE CO INC DORFUELTAX 863V14501MF027 05 25 01 V14501MF0027
TOTAL FOR CHECK:

00006157135 BEISLY OIL CO DORFUELTAX 863V14501MF097 0S 25 01 V14501MFD0S7
TOTAL FOR CHECK:

00006157196 BERDELAVY, ROBERT H DORFUELTAX 863V1i4S01MFOS0 05 2S5 01 V14501MF0O0SC
TOTAL FOR CEECK:

00006157197 BERTRAM, FRED DORFUELTAX 863V14501MF044 05 25 01 V14501NF0044




Exporting and Creating
Policies



R

SRR

05/30/01
REPORT ID: A6S7A

STATE OF HISSOURI
ER PAYMENT CHECK REGISTER BY AGENCY
gman-<CHECKS URITTEN 05/31/01 [ ]

AGENCY: B60 DC 00 CENTRAL BANK, JEFFERSCON CITY BANK ACCOUNT 1005039910

VOUCHER VOUCHER CHK  VENDOR

NUHBER DATE CAT INVOICE

3QR100013504 05 29 Ot V14501NMF130
TOTAL FOR CHECK:

000061571688 &

00006157189 53V14501MF045 05 2§ 01 V14501MF0045

TOTAL FOR CHECK:

00006157150 & 3V14501MFO38 DS 25 01 ) V14501MF0038
TOTAL FOR CHECK: 17.

00006157181 & 3V14501MFO70 DS 25 01 V14501MF0070
TOTAL FCR CHECK:

00006157152 E 3V14501MF067 05 2§ 01 V14S01MFO067
TOTAL FCR CHECK:
00006157193 E 3V14501MF104 05 25 O1 V14S501NMFO104
TOTAL FOR CHECK:
00006157154 BEAMER HANDLE CO INC DORFUELTAX 863V14501MF027 05 25 01 V14501NF0027
TOTAL FOR CHECK:
00006157195 BEISLY OIL CO DORFUELTAX 863V14501MF0S7 05 25 01 V14501MF00S97
TOTAL FOR CHECK:
00006157196 EBERDEAVY, ROBERT H DORFUELTAX 863V14501MFOS0 05 25 01 V14SD1KFOOSQ
TOTAL FCR CEECK:
00006157197 BERTRAM, FRED DORFUELTAX 863V14S501MF044 05 25 O1 V14S01MF0044 14

CHECK:

MOBIUS is used to view the information in the reports. To manipulate the data you may
want to export the data into an external application such as Excel or Word. When the
data is exported into Excel you can sort the information and sum values.

-14 -
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In the Step 2 of the Wizard the column breaks can be manipulated. To delete a column
break double click on the line representing the break. To create a break single click in the
area to place the column break. To move a column break click and drag the line. Click

on the Finish button.
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Text Import Wizard - Step 2 of 3
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]
ATE OF MISSOURI
VOUCHER PAYMENTEGISTER 'Y
FOR  CHECKSY &@imi:

::DOR-QPE:QDE: BANK, JEICITY :AGCOUNT 100503391C

VENDOR VENDOR VOUCHERVOUCHERVENDOR TBAYMENT
NAME tCODE  NUMBER :DATE  CiINVOICE TAMOUNT

AL BAUGHDOREUEL SE3GRTONGE 59 01 VdaaTME 11116 817
TOTAL FGCHECK: 1111681

ALLARD. 05 25 01 VI4B0TME
TOTAL FOCHECK: |

0305 2501 V14501
_ITOTAL FOCHECK:

052501 VI4E0IME
TOTAL FOCHECK:

DORFUEL 863v1450405 2 V14501MF
TOTAL FOCHECK

BARKLEY DORFUEL B3V 4801105 35 01 TVi4B0ME 143 01
TOTAL FOGHECK. © 14,01

© 5167184 BEAMER ' DORFUEL BE3VI45005 25 01 VA 2501MR  4333;
TOTAL FOCHECK: 4333

BISTI95BEISLY O 0558 01 VASS0TME
TOTAL FOCHECK. |

anannanend

This is an example of exporting all the data from the report. The header information
needs modified and the Payment Amount is listed twice, once for the voucher entry and
once for the check total.

-18-



X Miciosoft Excel - testinge

CHECK VENDOR PAYMENT

7188 ALBAUGH, ING ™ 1111881 S S o
1111681 : '

ALLARD, BARBARA g
M

6167180 ALLEN, DENNIS E 7
17

6157191 AUG, CHARLES D 3N
3111

14201
120

6157194 BEAMER HANDLE CO INC 33
43.33

6157195 BEISLY OIL CO 340
340

6157198 BERDEAVY, ROBERT H 180.86
180.86

In this example the report header information has been hidden. The Check Number,
Vendor Name and Payment Amount are the only columns chosen to export, the
remaining columns were hidden before the export.

-19-



DocumentDirect - [SDCI AB57ATR [200105311200001}

STATE OF HISSOURI

REPORT ID: A657 VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKRS WRITTEN 05/31/01
AGENCY: B60 DOR- ION CODE: AD BANK: 0O CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005039910
CHECK VENDOR VOUCHER VOUCHER CHK  VEINDOR PAYMENT
NUNBER CODE NUMBER DATE CAT  INVOICE ABOUNT

00006157188 DORFUELTAX ©63QR100013504 0S 29 01 V14501MF130 11,1

TOTAL FOR CHECK: 11,116
00006157189 DORFUELTAX 863V14501MF045 0S 25 01 V14501MF0045

TOTAL FOR CHECK: 34
00006157190 ALLEN, DENNIS E DORFUELTAX 863V14S501MF0O38 0S5 25 01 V14501MF0038

TOTAL FOR CHECK: 17
00006157191 AUG, CHARLES D DORFUELTAX 663V14501MF070 0S 25 01 V14501NF0070

TOTAL FOR CHECK: ‘ 31
00006157192 BARKLEY, JANES DORFUELTAX 863V14SO1MFO67 0S 25 01 V14501MF0067

TOTAL FOR CHECK: s1
00006157193 BARKLEY, JANES DORFUELTAX 863V14SO1MF1D4 0S5 25 01 V14501MF0104 1

TOTAL FOR CHECK: 142
00006157194 BEAMER HANDLE CO INC DORFUELTAX €63V14SO1MFO27 05 25 Ot V14501MF0027

TOTAL FOR CHECK: 43
00006157195 BEISLY OIL CO DORFUELTAX ©63V14501MF097 0S5 25 01 V14501HF0097 3

TOTAL FOR CEECK: 340
00006157196 BERDEAVY, ROBERT H DORFUELTAX §63V14501MFOSO 0S 25 O1 V14501NFO0S0 1

TOTAL FOR CHECK: 180
00006157187 BERTRAM, FRED DORFUELTAX 863V14501MF044 05 25 O1 V14501NF0O044 1

. OR. CHEC!

A policy will allow you to extract just the data you need before you export into an
external application such as Excel. In our next exercise we will load an existing policy
and show you the results when we export into Excel.

To begin using an existing policy it is necessary to load that policy. Click on the Policy
option on the menu bar and choose Load Policy. Then open the policy you want to load.

You will not see a difference on the report display until you choose to Edit the policy.

Edit mode will allow you to see what fields have been placed in the policy and how the
fields are related.
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B DocumentDitect - [SDCOS1S. : ABS7ATR (20010531120000,

05/30/01

STATE OF KISSOURI
REPORT ID: § VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01
AGENCY: 860] DOR-OPER TRANSACTICN CODE: iD BANK: 00 CENTRAL BiNK, JEFFERSCN CITY BANK ACCOUNT 1005039910
CHECK VENDOR VENDOR VOUCHER VOUCKER CHK  VENDOR PAYMENT
NUMBER e NANE CODE NUMBER DATE  CAT  INVOICE ANOUNT
3
_____ . ] — P
00006157188 ALBAUGH, INC ] DORFUELTAX 863QR100013504 D5 28 01 V14501HF130 i 11,11
TOTAL FOR CHECK: 11,1186,
00006157189 ALLARD. BARBARA | DORFUELTAX 863V14501iMF045 05 25 01 V14501MFO045
‘TOTAL FOR CEHECK:]
00006157150 ALLEN, DENNIS E "I pORFUELTAX ©63V14501MF038 05 25 01 V14501MFO036
‘TOTAL FOR CHECK:} 17,
DODD6157191 AUG, CHARLES p | DORFUELTAX 863V14S01MFO70 05 25 01 V14S01NFOO70
TOTAL ¥OR CHECK:
00006157192 'BARKLEY, JINES - | DORFUELTAX 863V14SOLNFO67 05 25 01 V145D1NFO067
TOTAL FOR CHECK:|
00006157193 BARKLEY, JAMES | DORFUELTAX 863V14SO1NMF104 0S 25 01 vi4s01MFO04
11,116.82
4 34.00
-0 Level3 17.00
31.11
$1.00
142.01
43.33

The report display should have several viewing changes. There will be an additional
toolbar appear that is specific to the policy window. The fields in the policy have boxes
drawn around them as a highlighting mechanism. There will be three additional windows
appear at the bottom of the window. The field window shows information regarding each
field created in the policy. The group window gives information regarding the groups
created in the policy. The sample window shows the information that will be exporting
using this group in the policy.
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$8: DocumentDitect - [SDCDS15.2tate.mo.us: AGS7ATR (20010531120000))

/3”@5« '
REPORT ID: [

AGENCY: 860 DOR-OQPER TRANSACTION CODE: AD BANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005039910

VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 0S/31/01

CHECK VENDOR VENDOR VOUCHER VOUCEER CHR  VENDOR PAYMENT
NUNMBER NAHE CODE NUMBER DATE CAT INVOICE ANOUNT

00006157188 ALBAUGH, INC DORFUELTAX 863QR100013504 D5 25 O1 V14501NMF130 11,1
TOTAL FOR CEECK: 11,116

00006157189 ALLARD. BARBARR DORFUELTAX 863V14501MF045 05 25 01 V14501NFD04S
TOTAL FOR CHECK:

00006157190 - ALLEN, DENNIS E DORFUELTAX 863V14501NMF038 05 25 01 V14S501HF0O038
TOTAL FOR CHECK:

00006157191 AUG, CHARLES D DORFUELTAX 863V14501MFO70 05 25 01 V14S01NFDO70
TOTAL FOR CHECK:

00006157192 BARKLEY, JAMES DORFUELTAX 863V14501MF067 05 25 01 V14501NFDO67
TOTAL FOR CHECK:

00006157193 BARKLEY, JANES DORFUELTAX 863V1i4501MFi04 0S5 25 01 V14501HF0104 1
TOTAL FOR CHECK:

In our next exercise we will be creating the policy we loaded in our previous exercise.
Before we begin we need to explain the levels of the fields.

Level 1 fields are report identifiers, such as the report name

Level 2 fields are field names or locators for the data fields

Level 3 fields are the actual data fields we want to extract

So let’s begin by creating our Level 1 field. The first step to creating a field is to
highlight the field in the report and click on the Add Field button on the policy toolbar. It
is the second icon on the toolbar that has the ABC in red letters. When you select the

Add field button you will enter a Field Wizard which will walk you through your field
settings options.
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05730701
REPORT ID:

AGENCY: 860 DOR~OPER TR BANK ACCOUNT 1005038910

CHECK VEND
NUMBER NANE

PAYMENT

30 11,1
11,116

00006157188 ALBAUGH, INC

00006157189 ALLARD. BARBARA

00006157190 ALLEN, DENNIS E

00006157191 AUG, CHARLES D

00006157192 BARKLEY, JANMES

00006157193 BARKLEY, JAMES

The first setting window requires you to name your field. It will not allow blank spaces.
The second area asks for the Data type. Since we highlighted the width of the report
name and that length will not change we can choose Fixed length text. Click on the Next
button.

-23 -



05/30/01 STATE OF MISSOURI

REPORT ID: VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS URITTEN 05/31/01
AGENCY: 860 DOR~OPER Tl BANK ACCOUNT 1005038910
CHECK VEND! PAYMENT
NUMBER NiK

00006157188 ALBAUGH, INC

00006157189 ALLARD. BARBARA

00006157190 ALLEN, DENNIS E

00006157191 AUG, CHARLES D

00006157192 EBARKLEY, JANES

00006157193 BARKLEY, JAMES

The attributes window allows you to modify the string length and increase the number of
rows for you report name. No modifications are necessary so click the Next button.
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"05/30/01

STATE OF MISSOURI

REPORT ID: VOUCHER PAYMENT CHECK REGISTER BY AGENCY

AGENCY: B6C DOR-OPER TR: BANK ACCOUNT 100503591C
CHECK VENDO! PAYMENT
NUMBER NANE

00006157188 ALBAUGH, INC

00006157188 ALLARD. BARBARA

00006157180 ALLEN, DENNIS E

Q0006157191 AUG, CHARLES D

00006157192 EARKLEY, JANES

00006157153 BARKLEY, JAMNES

The Dependencies window asks for the location of data in the report. MOBIUS needs the
location so that it pulls up the correct data. The report name is always going to be in the
same column and row so check both of the fixed column and fixed row options.
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STATE OF MISSOURI
VOUCHER PAYMENT CEECK REGISTER BY AGENCY

FOR CHECKS WRITTEN 0S/31/01

08/30/01
REPORT 1D:

AGENCY: 860 DOR-OPER BANK ACCOUNT 1005039510

CHECK
NUMBER

PAYMENT

30 11,11
11,118,

00006157188 ALBAUGH, INC

00006157185 ALLARD. BARBARA

3
34.

o

00006157190 ALLEN, DENNIS E

00006157191 AUG, CHARLES D

00006157192 BARKLEY, JAMES

00006157183 BARKLEY, JAMES

e
G -

.

Since this is a report identifier this field is a Level 1. Click on the Next button
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05/30/01
REPORT 1ID:

AGENCY: B60 DOR-OPER

CHECK VEND
NUMBER NANI

STATE OF MISSOURI
VOUCHER PAYMEINT CHECK REGISTER BY AGENCY

BANR ACCOUNT 1005039910

00006157188 ALBRUGH, INC

00006157189 .Q;LLARD. BARBARR
00006157180 ALLEN, DENNIS E
00006157191 AUG, CHARLES D
00006157192 BARKLEY, JANES

00006157153 BARKLEY, JAMNES

““t&fg.\\“u

33

The summary window shows the choices have made in the previous windows. The Back
button allows you to make any changes before you leave the field window. Click on the
Finish button.
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05/30/01 STATE OF MISSOURI
REPORT ID: VOUCHER PAYHENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 0S/31/01
AGENCY: 860 DOR-OPER TRANSACTION CODE: 1D BANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005035910
CHECK VENDOR VENDOR VOUCHER VOUCHER CHK  VENDOR PAYMENT
NUMBER NANE CODE NUMBER DATE CAT INVOICE AMOUNT

00006157188 ALBAUGH, INC DORFUELTAX 863QR100013504 0S5 29 01 V14501KF130 11,11
TOTAL FOR CHECK: 11,116,

00006157189 ALLARD. BARBARA DORFUELTAX 863V14501MF045 05 25 01 V14501MF0045 3
TOTAL FOR CHECK: 34.

00006157190 ALLEN, DENNIS E DORFUELTAX 863V14S01MF038 05 25 01 V14501MF0038 1
TOTAL FOR CHECK: 17.

00006157191 AUG, CHARLES D DORFUELTARX 863V14S01MFO70 05 2§ 01 V145018F0070 3
TOTAL FOR CEECK: 31.

00006157182 BARKLEY, JANES DORFUELTAX 863V1450iMF0O67 05 25 01 V14501NMF0067 5
TOTAL FOR CHECK: 51.

00006157193 BARKLEY, JAMES DORFUELTAX 863V14501MF104 0S 2S O1 V14S01KF0104 14
TOTAL FOR CHECK:

@ Fixed length tewt, length 5
® starts intow 2, column 14

The information for the reportname field displays under Level 1 in the Field window.
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DocumentDirect

STATE OF MISSOURI
VOUCHER PAYHMENT CHECK REGISTER BY AGENCY
FOR CHECKS URITTEN 0S5/31/01

REPORT ID:

AGENCY: 860 DOR-OPER TRANSACTION CODE: AD BANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005039910
CHECK VENDOR VENDOR VOUCHER VOUCHER CHK  VENDOR PAYMENT
NUMBER NANE CODE NUMBER DATE CAT INVOICE AHOUNT

00006157188 ALBAUGH, INC DORFUELTAX 863QR100013504 05 29 01 V14501NF130
TOTAL FOR CHECK:

00006157185 ALLARD. BARBARA DORFUELTAX 863V14501MF045 05 25 0Ot V14501HF0Q4S
TOTAL FOR CHECK:

00006157150 ALLEN, DENNIS E DORFUELTAX 863V14501MF038 05 25 01 V14501HF0038
TOTAL FOR CEECK:

00006157151 AUG, CHARLES D DORFUELTAX §63V14S01MFO70 05 25 O1 V14501MF00Q70
TOTAL FOR CHECK:

00006157152 BARKLEY, JANES DORFUELTAX 863V14501MF067 05 25 O1 V14501NF0067
TOTAL FOR CHECK:

00006157193 BARKLEY, JAMES ‘ DORFUELTAX 863V14501MF104 05 25 O1 V14501MF0104
TOTAL FOR CHECK:

@ Fixed lenglh lext. length 5
f.@ stats intow 2, column 14

The next field that we want to create is our Vendor name level 2 field. Remember the
purpose of the level 2 is to help identify where our Level 3 data can be located. The
dashed line above the actual vendor name allows us to use this as an identifier.

Highlight the width of the column when you mark the dashed column.
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05/30/01
REPORT ID: [hE57H

AGENCY: 860 DOR-OPER
0000157188  ALBAUGH, N
00006157189 ALLARP. BARBARA
00006157190 ALLEN, DENNIS E
00006157151 AUG, CHARLES D
00006157152 BARKLEY, JAMES

00006157193 BARKLEY, JAMES

o Levell
repoitname

@ Fived length test. length §
i@ statsiniow 2, column 14

CHECK VEND
NUMBER NANE!

“STATE OF MISSOURI
VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS URITTEN 05/31/01

Name this field vname and since the column width was marked we can keep this field as
a fixed length text. Click on the next button.
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05/30/01

STATE OF HISSOURI

REPORT 1ID: VOUCHER PAYMINT CEHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01
AGENCY: B60 DOR-OPER T BANK ACCOUNT 1005039910
CHECK VEND PAYMENT
NUMBER NAM

00006157188 ALBAUGH, INC

i

00006157189 ALLARD. BARBARA

00006157190 ALLEN, DENNIS E

00006157191 AUG, CBARLES D

00006157152 BARKLEY, JAMES

at

00006157193 BARKLEY, JANES

-0 repoitname
;@ Fixedlength e, length 5
e stats intow 2, colmn 14

Keep the default settings for this field in the Attributes window. Click on the Next
button.
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“STATE OF MISSOURI
VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS URITTEN 05/31/01

05/30/01
REPORT ID:

AGENCY: 860 DOR-OPER T! BANX ACCOUNT 1005039910

CHECK
NUMBER

PAYMENT

00006157188 ALBAUGH, INC

00006157189 ARLLARD. BARBARA

00006157150 ALLEN, DENNIS E

00006157151 AUG, CHARLES D

00006157152 EBARKLEY, JAMES

00006157193 BARKLEY, JANES

> repoitname
-9 Fixed length test, length 5
L@ statsiniow 2, column 14

Since this field will be located in the same column and row click on both of those
options. Click on the Next button.
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0s/30/01

REPORT 1ID: VOUCHER  PAYMENT CHECK REGISTER BY AGENCY
CHECKS WRITTEN 05/31/01
AGENCY: 860 DOR-OPER T BANK RCCODNT 1005039910
CHECK VEND!
NUHBER NRN!

00006157188 ALBAUGH, INC
00006157189 ALLARD. BARBARA
00006157180 ALLEN, DENNIS E
00006157181 AUG, CHARLES D
00006157192 BARKLEY, JAMES

00006157183 BARKLEY, JAMES

;@ Fixed length text. length 5
e statsiniow 2, column 14

This field is going to help MOBIUS locate the actual vendor name data so this will be a
level 2 field. To increase the setting to 2 you may use your mouse and click on the up
arrow or use your up arrow on you’re the keyboard. Click on the Next button.
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os/3o/01 STATE OF MISSOURI
REPORT 1D: A657 VOUCHER PAYMENT CHECK REGISTER BY AGENCY

AGENCY: 860 DOR-OPER BANK ACCOUNT 1005039910

CHECK VEND
NUNBER

00006157188

PAYMENT

ALBAUGH,
00006157189 ALLARD. BARBARA

00006157150 ALLEN, DENNIS E

00006157191 AUG, CHARLES D

=
S

00006157152 BARKLEY, JAMES

00006157193 BARKLEY, JAMES

=@ Levell
&0 repoitname

-4 Finediength text, length 5

@ stats in tow 2, column 14

ponsomcroresreced]

&

Click on the Finish button after reviewing the summary information.
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05/30/01 STATE OF HI:

REPORT ID: VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01
AGENCY: 860 DOR-OPER TRANSACTION CODE: iD BANK: OO CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005035910
CHECK VENDOR VENDOR VOUCHER VOUCHER CHR  VENDOR PAYMENT
NUNMBER NRME CODE NUHBER DATE CAT INVOICE AMOUNT
]

00006157188 W DORFUELTAX 863QR100013504 05 29 01 V14501MF130

TOTAL FOR CEHECK:

00006157189 ALLARD. BARBARA DORFUELTAX 863V14501MF045 05 25 01 V14501MF004S
TOTAL FOR CHECK:

00006157190 ALLEN, DENNIS E DORFUELTAX 863V14S01XF038 0S5 25 01 V14501HF0038
TOTAL FOR CEECK:

00006157191 AUG, CHARLES D DORFUELTAX 863V14S01MFO70 05 25 01 ¥14501NF0070
TOTAL FOR CHECK:

00006157192 EBARKLEY, JAMES DORFUELTAX 863V14501iMF067 05 25 01 V14S01KFO067
TOTAL FOR CHECK:

00006157193 BARKLEY, JAMES DORFUELTAX 863V14501MF104 05 25 01 V14501KF0104
TOTAL FOR CHECK:

. -@ Fixedlength text. length 5
e statsintow 2, column 14
Level2

wname

SR

The next step will be to create the field that will display the actual vendor name data.
Highlight the first vendor name marking across the column width. Click on the Add field
icon on the Policy toolbar.
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0s5/30/01
REPORT ID:

STATE OF KISSOUR.
VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS URITTEN 05/31/01

AGENCY: 860 DOR-OPER T BANK ACCOUNT 1005039910

CHECK
NUHMBER

PAYMENT

00006157188
00006157189 ALLARD. BARBARA
Number

Variable Length Text
00006157190 ALLEN, DENNIS E
00006157191 AUG, CHARLES D

00006157192 BARKLEY, JANMES

00006157193 BARKLEY, JAMES

4 Fixedlength lext. length 5
e stats intow 2, column 14

Name this field vnamedata. The width of the column was marked so we can choose fixed
length text as our data type. Click on the Next button.
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05/30/01 ’ o STATE OF MISSOURI
REPORT 10: k8574 VOUCHER PAYMINT CHECK REGISTER BY AGENCY

AGENCY: 860 DOR-OPER T BANK ACCOUNT 1005035910

CHECK VEND

PAYHENT
NUMBER

0000615715;
00006157189 ALLARD. BARBARLA
00006157150 ALLEN, DENNIS E
00006157181 AUG, CHARLES D
00006157152 BARKLEY, JAMES

00006157133 BARKLEY, JAMES

G
» reportname

;@ Firedlengthlert, length S
e starsintow 2, column 14

No changes are necessary to the Attributes window. Click the Next button.
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05/30/01 . STATE OF MISSOURI
REPORT ID: §A657§ VOUCHER PAYMENT CEECK REGISTER BY AGENCY

AGENCY: 860 DOR-OPER BANRK ACCOUNT 1005039910

CHECK
NUMBER

PAYMENT

covosis-iee  (EENEATENN

00006157189 ALLARD. BARBARA
00006157150 ALLEN, DENNIS E
o senamedata, on 3 stterent i

00006157191 AUG, CHARLES D

00006157192 BARKLEY, JANES

00006157193 BARKLEY, JANES

i =@ reporname
: i -9 Finedlengthlext. length §
@ starsiniow 2, column 14
Level2
vname

Choose Fixed column so that MOBIUS knows the information will be located in column
15 each time. If fixed row is selected that would only display the data in that one fixed
row so do not choose fixed row.

We want to establish a relationship between the vendor name data and the level 2 field
for this data. To add a dependency click on the Add button and then click on the dash
that appears under Field. From the drop down you want to choose the level 2 field which
we named vname. The dependency is that vname is before vnamedata on a different row.
The dependency will allow MOBIUS to locate this level 3 information by looking for the
Level 2 before the Level 3 in the same column but on a different row, in this example the
row above the actual data. Click on the Next button.
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STATE OF MISSOURI
REPORT ID: 21\657:\} VOUCHER PAYBENT CHECK REGISTER BY AGENCY
FOR CHECKS UWRITTEN 05/31/01

Field Wizard

AGENCY: 860 DOR-OPER TR i
S

BANK ACCOUNT 1005039910

CHECK VEND
NUKBER

PAYMENT

00006157188 ALLARD. BARBARA

00006157190 ALLEN, DENNIS E

00006157191 AUG, CHARLES D

00006157192 BARRKLEY, JiNES

00006157193 BARKLEY, JAHNES

This is a data field so we need to make this a level 3. Click on the Next button.
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S

0s/30/01 STATE OF HMISSOURI
REPORT ID: VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01
AGENCY: 860 DOR-OPER TR;
CHECK
NUMBER
00006157189 ALLARD. BARBARA
00006157130 ALLEN, DENNIS E
00006157131 AUG, CHARLES D
00006157192 BRRKLEY, JANES
00006157193 BARKLEY, JANES

Review the summary information and click on the Finish button.
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SR

05/30/01

REPORT ID: VOUCHER PAYMENT CEECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01
AGENCY: 860 DOR-OPER TRANSACTION CODE: AD BANK: OO CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005039910
CHECK VENDOR VENDOR VQUCHER VOUCHER CHK  VENDOR PAYMENT
NUMBER . NANE 5 CODE NUMBER DATE CAT INVOICE AMOUNT

LEL:

00006157188 ALBAUGH, INC DORFUELTAX 863QR100013504 DS 29 01 V14501KF130 11,11

TOTAL. FOR CHECK: 11,116.

00006157189 :ALLARD. BARBARA | DORFUELTAX €63V14501MF045 0S 25 01 V14501XF0045 3
TOTAL FOR CHECK: 34.

00006157180 ALLEN, DENNIS E | DORFUELTAX 863V14501MF038 0S 25 01 V14501MF0038
TOTAL FOR CHECK:

00006157191 :AUG, CHARLES | DORFUELTAX 863V14SO1MFO70 0S 2§ 01 V14S01NMFO070
TOTAL FOR CHECK:

00006157152 BARKLEY, JAmES | DORFUELTAX 863V14S01MFO67 0S 25 01 V14501NFD067 s

TOTAL FOR CHECK: S51.

00006157193 BARKLEY, JAMES { DORFUELTAX B863V14501MF104 05 25 01 V14501KF0104 14
TOTAL FOR CHECK:

starts in 1ow 10, column 15

Level 3

Fied lenglh text, length 30
staits in column 15

-9 is after vname, on a differert row

Upon completing the level 3 all the vendor names are outlined with the box. This allows
you to see what MOBIUS considers to be the data information under the vnamedata level
3
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Field Wizard

K, JEFFERSON CITY BANK RCCOUNT 1005039310

UCHER CHK  VENDOR PAYMENT
INVOICE

V14501NF130 11,116.81
11,116.81

V14501MF0045 34.00
CHECK: 34.00

V14S01MF0038 17.00
CHECK: 17.00

V145010F0070 31.11
CHECK: 31.11

V14S01MFO067 S§1.00
CHECK: 51.00

V14SO01MF0104 142.01
CHECK: 142.01

<@ startsin1ow 10, column 15
Level3
vnamedata

-@ Fixed length text, langth 30
i@ statsincolumn15
-4 is after vname, on a differert row

The next field to be created is the Level 2 for the Payment amount data. Highlight the
first example of TOTAL FOR CHECK: and click on the Add Field button.

The field name will be totalforcheck and it will be a fixed length text. Click on the Next
button.
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!

E Ficld Wizard 31/01

, JEFFERSON CITY BANK ACCOUNT 1005039310

ICHER CHK  VENDOR
TE CAT INVOICE

29 01 V14S01MF130 11,116.81

TOTLL FOR CHECK: 11,116.81

25 01 V14501MF0045 34.00
TOTAL FOR CHECK: 34.00

25 01 V14501XF0038 17.00
TOTAL FOR CHECK: 17.00

25 01 V14501XFO070 31.11
TOTAL FOR CHECK: 31.11

25 01 V14S01MF0067 51.00
TOTAL FOR CHECK: 51.00

V14501MF0104 142.01
TOTAL FOR CHECK: 142.01

i--@ Fiedlengthtex, length 30
i -e statsin column 15
" -@ is after vname, on a diffetent tow

This field does not have a fixed row so we want MOBIUS to match the text string. Click
on the Match any string in list radio button and then click on TOTAL FOR CHECK: in
the string match below. Click on the Next button.
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iS5 2
STATE OF MISSOURL PAGE 274
... VOUCHER PAYMENT CHECK REGI:

BANK ACCOUNT 10050383910

SR
S

VENDOR PAYMENT
INVOICE

V14501MF130 11,116.81

TOTAL FOR CHECK: 11,116.81

25 01 V14501NF0045 34.00
TOTAL FOR CHECK: 34.00

24 25 01 ¥145018F0038 17.00
TOTAL FOR CHECK: 17.00

25 01 V14501MF0070 31.11
TOTAL FOR CHECK: 31.11

25 01 V14501MF0067 51.00
TOTAL FOR CHECK: 51.00

25 01 V14501MF0104 142.01
TOTAL FOR CHECK:

This field has a fixed column so click on the Use Fixed Column option and click the Next
button.
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Field Wizard 31/01

., JEFFERSON CITY BANK ARCCOUNT 1005039910

ICHER CHK  VENDOR
CaT INVOICE

V14S01MF130 11,116.81
B 11,116.81

V14SO1MF004S 34.00
TOTAL FOR CHECK: 34.00

25 01 V14501MF0038 17.00
TOTAL FOR CHECK: 17.00

25 01 WV14SO1MFCO70 31.11
TOTAL FOR CHECK: 31.11

25 01 V145010F0067 £1.00
TOTAL FOR CHECK: $1.00

25 01 V14501XF0104 142.01
TOTAL FOR CHECK: 142.01

@ Fived iength text, length 30
i@ stasincolumn 15
@ isafter vname, on 2 different row

This field will be used to locate the actual payment amount data so make this a level 2.
Click the Next button.
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G

gt

STATE OF MISSOURI

TER BY AGENCY
/31/01

JEFFERSON CITY BANK ACCOUNT

VENDOR
INVOICE

V14SO01MF130
H :
25 01 V14501MF0045

3 TOTAL FOR CHECK:

25 01 V14501HF0038
TOTAL FOR CHECK:

25 D1 V14501MFO070
TOTAL FOR CHECK:

S

25 01 V14501MF0067
TOTAL FOR CHECK:

?

4 25 01 V14501MF0104
TOTAL FOR CHECK:

Review the summary and click Finish.
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274

1005039510

PATYMENT
AMOUNT
11,116.81
11,116.81

34.00
34.00

17.00
17.00

31.11
31.11

51.00
51.00

142.01
142.01




860

7189

7180

7191

7182

7193

DOR-OPER

TRANSACTION CODE: AD

STATE OF MISSOURL

VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01

BANK: 0O CENTRAL BANR, JEFFERSON CITY

VENDOR VENDOR VOUCHER VOUCHER CHK VENDOR
NAME CODE NUMBER DATE  CAT INVOICE
B 1 ——
B |
‘ALBAUGH, INC | DORFUELTAX B863QR100013504 05 29 01 V14501EF130
] TOTAL FOR CHECK:
ALLARD. BARBARA | DORFUELTAX B63V14501MF045 05 25 01 V14501MF0045
‘TOTAL FOR_CHECK:|
ALLEN, DENNIS E | DORFUELTAX 863V14501MF038 05 25 01 V145018F0038
TOTAL FOR_CHECK:]
AUG, CHARLES D | DORFUELTAX 863V14SO1HFOU70 0S5 25 01 V14501XF0070
TOTAL FOR CHECK:|
BARKLEY, JANES | DORFUELTAX B63V14501MFO67 L V14501NF0067
{TOTAL FOR_ CHECK:|
{BARKLEY, JAMES j DORFUELTAX B863V14501MF104 05 25

Notice all examples of TOTAL FOR CHECK: are selected.
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1005039510

11,116.81
11,116.81

34.00
34.00

17.00
17.00

31.11
31.11

51.00
51.00

142.01
142.01



STATE OF MISSOURL
VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01

860 DOR-OFER ACCOUNT 1005038910

PAYMENT

57188 ALBAUGH, INC

11,116.81

21,116.81

34.00
34.00

$7189 ALLARD. BARBARA

57190 ALLEN, DENNIS E 17.00

17.00

7191 AUG, CHARLES D

31.11
31.11

7192 BARKLEY, JAMES 51.00

51.00

‘BARKLEY, JAMES 142.01

SRS S
i @ statsintow 10, column 15
@ totalforcheck
-4 Fixedlength tent, length 16
e stasin column 78

The last field to create is the actual payment amount for the each check. Mark the first
example of the payment amount and click on the Add Field button.

The field name is checkdata and since the values will vary in length choose Variable
Length Text. Click on the Next button.
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PAGE 274

STATE OF MISSOURIL
VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTIN 05/31/01

ACCOUNT 1005039910

PAYNMENT
AMOUNT

57188 ALBAUGH, INC

11,116.81

34.00
34.00

7189 ALLARD. BARBARA

7190 ALLEN, DENNIS E 17.00

17.00

31.11
31.11

7191 AUG, CHARLES D

7192 BARKLEY, JAMES 51.00

51.00

142.01
142.01

7193 BARKLEY, JAMES

-9 Fivedlength text. length 16
@ stasin column 78

If the data type is a Variable Length Text set a minimum and maximum length. The
minimum will be 1 and the maximum will be 56. Click on the Next button.
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VOUCHER PAYKENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01

860 DOR-OFPER TRANSACTI ACCOUNT 1005039310

PAYMENT

7188 :ALBAUGH, INC

11,116.81

11,116.81

34.00
34.00

7189 ALLARD. BARBARA

57190 :ALLEN, DENNIS E

17.00
17.00

befare cherkdats

7191 AUG, CHARLES D

31.11
31.11

7192 §BL§K£EY,“&1§ES”v.WHWH

S1.00
51.00
7193 BARKLEY, JAHES 142.01
142.01

- Sl niow iU,
® toaliorcheck

i .9 Ficed lengthlext. length 16
i@ starsincolumn 78

umn

The values are not in a fixed column or row so a dependency must be set in relation to the
level 3 field totalforcheck. Click on the Add button and then click on the dash under
Field. The dependency should be totalforcheck is before checkdata on the same row.
MOBIUS will then look for totalforcheck before the data field. Click on the Next button.
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860

7188

7189

7190

7191

7192

7193

DOR-OPER TRANSACTI

STATE OF MISSOURI
VOUCEER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRI

S ACCOUNT 1005039910

i

PAYMENT

ANMOUNT

‘ALBAUGH, ING

11,116.81

11,116.81

:ALLARD. BARBARX

34.00

ALLEN, DENNIS E

34.00

17.00

17.00

{AUG, CHARLES D

31.11

31.11

‘BARKLEY, JAMES

51.00

BARKLEY, JAMES

51.00

142.01°

‘ -® stats i tow 10, column 15
totalforcheck

-9 Fixedlengthtex. length 16
lo@ stats in column 78

142.01

This 1s a data field so choose level 3. Click on the Next button.
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860

,

R

7188

7189

7190

7191

37192

7193

DOR-OPER TRANSACTIC

VENDOR
NAME

STATE OF MISSOURI
VOUCHER PAYNENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 0S5/31/01

E Ficld Wizard

{ALBAUGH, INC

11,116.81

11,116.81

ALLARD. BARBARA

34.00

ALLEN, DENNIS E

34.00

17.00

AUG, CHARLES D

17.00

31.11

;ﬁikKiEY, SamEe

31.11

51.00

BARKLEY, JAMES

51.00

142.01

i
-® starts in1ow 10, column 15

@ totalforcheck

-@ Fixed length text, length 16

Review the summary and click Finish.
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ocumentDirect - [SDCBS15.state.mo.us: ABS7ATR (20010531120000]]

VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR' CHECKS WRITTEIN 05/31/01

860 DOR-OPER TRANSACTION CODE: AD BANK: 0C CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005039910
K VENDOR VENDOR VOUCHER VOUCHER CHK  VENDOR ' PAYMENT
LR NANE CODE NUMBER DATE CAT INVOICE AMOUNT
3
———— mm—— 4 cem mmmmmmemmmee e
7188 ALBAUGH, INC | DORFUELTAX 863QR100013504 05 25 02 V14501MF130 11,116.81
TOTAL FOR CHICK:] ll.llG.Sg

7189 :ALLARD. BARBARR ] DORFUELTAZ 863V14501HF04S 0S5 25 01 V145018F0045
iTOTAL FOR CHECK:!

7180 ALLEN, DENNIS E "7 DORFUELTAX B63V14501MF038 05 25 01 V14501MF0038

TOTAL FOR CHECK:]

7151 _| DORFUELTAX B63V14501MFO70 05 25 01 V14501XF0070
TOTHL FOR CHECK:

7192 BARKLEY, JANES o | DORFUELTAX B63V14501MFO67 3 V14501 MFO067
TOTAL FOR CHECK:]

7193 BARKLEY, JAMES ] DORFUELTAX B63V14501HF104 MFO104

-®  stats n column 15
@ is after vname, on a different rovw

Vatiable length text, max length 56 , min length

s

o

The data for each Payment Amount is now selected.
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657ATR (20018531120000}]

VOUCHER PAYNENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01

860 DOR-OPER TRANSACTION CODE: AiD BANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005038910
3 VENDOR VENDOR VOUCHER VOUCHER CHK  VENDOR PAYMENT
R NANE CODE NUMBER DATE CAT INVOICE AMOUNT

" |
7188 ALBAUGH, INC | DORFUELTAX 863QR100013504 0S 29 01 V14S01MF130 11,116.81
TOTAL FOR CHECK: 11,116.84
57189 ALLARD. BARBARA | DORFUELTAZ 863V14501MF045 05 25 01 V14501MF0045 34.00
TOTAL FOR CHECK: 34.0
7190 ALLEN, DENNIS E T | DORFUELTAX 863V14501MF038 05 25 01 V14S01MF0038 17.00
TOTAL_FOR_CHECK:| 17.0
7191 AUG, CHARLES D "] DORFUELTAX B863V14501MFO70 0S 25 01 V14S01MFO070

7192 BARKLEY, JAMES U DORFUELTAY 863V14501MF067 05 25

57193 BARKLEY, JAMES { DORFUELTAX 863V14501MF104 05 25

5
starts in column 15

@ isaller yvname, on a different row
checkdala

- Variabla length text, max length 56 , min length 1
L@ is aftertotaorcheck, on the same row

The fields for the policy have now been created. The next step is to combine the fields to
be exported into a Group. Right click in the Group Window and choose Add Group.
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1 . STATE OF MISSOURI
Ip: 15575 VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 0S/31/01

PAGE 274

0 DOR~-OPER TRANSACTION CODE: AD BANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005039910

86!
VENDOR Group Settings PAYMENT
IR NANE

7188 ALBAUGH, INC 11,116.81

11,116.53

p7189 ALLARD. BARBARA 34.00

34.0d

2190 ALLEN, DENNIS E 17.00

7.0

57191 AUG, CHARLES D

57192 BARKLEY, JAMES

‘BARKLEY, JAMES

staits in eolumn 15
i '@ isalter vname, on a different row

Z--0 checkdata

i-.@ Varable length test, max length 56 , min length

E is after totakorcheck, on the same row

In the Group Settings dialog box type the Group name in the Group Name field. Click on
the field to add to the group and click on the Add button. This will move the fields over
to the Fields in the Group window in the order selected. If you want to change the order
click on the field and choose the Move Up or Move Down button. The order of the fields
will be the order they are exported.

There may be multiple groups created from one policy.
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i

STATE OF MISSOURI

0: VOUCHER PAYNENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01
860 DOR-OPER TRANSACTION CODE: AD  BANK: 00 CENTRAL BANR, JEFFERSON CITY BANK ACCOUNT 1005839310
4 VENDOR ' VENDOR VOUCHER VOUCHER CHK VENDOR PAYNENT
R NAME CODE NUMBER DATE  CAT  INVOICE ANOUNT
3
m—— B —— 1 == Tmemsmssmsssss . TTEEEmEEsEsTEmETEss
7188 ALBAUGH, INC | DORFUELTAX B63QR100013504 OS 29 01 V14501MF130 11,116.81
TOTAL FOR CHECK: 11,116.81
7189 ALLARD. BARBARX | DORFUELTAXY 863V14501HF045 05 25 01 V14501MF0045 34.00
TOTAL FOR CHECK:| 34.0q
57190 ALLEN, DENNTS E_ """ DORFUELTAX B63V14501MF038 05 25 01 V14501MF0038 17.00
‘TOTAL FOR CBECK:} 417.0
57191 | DORFUELTAX B63V14501MFO70 OS 25
7192 BARKLEY, JAMES | DORFUELTAX B63V14501MF067 OS5 25

{ DORFUELTAX B63V14501HF104 0S5 25 01 V14501MF0104

11,116.81
34.00
17.00
3.1
§1.00
142.01
43.33

The sample window is showing the data chosen from the Group Window. This is the
information that will be exported.
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7192

UG, CHARLES D

STATE OF MISSOURIL

VOUCHER PAYNENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01

DE: AD BANK: 00 CENTRAL BiNK,

JEFFERSON CITY BANK ACCOUNT

VENDOR
CODE

VOUCHER
NUMBER

VOUCHER CHK
DATE CAT

VENDOR
INVCICE

DORFUELTAX 863QR100013504 05 29 01 V14501MF130

TOTAL FOR CHECK:]

863V14501MF045 05 25 D1 V14501MF0045

TOTAL FOR CHECK:;

863V14501MF038 05 25 01 V14501MF0038
TOTAL FOR CHECK:]
V14501MFO070

863V14501HFG70 05 25 _01 33

DORFUELTAXZ

DORFUELTAX

| DORFUELTAX

BARKLEY, JAMES

] DORFUELTAX

{TOTAL FOR CHE K:g
V14501MF0067

863V14501MF067 0S 25 01 )3

'BARKLEY, JAMES

TOTAL FOR CHE K:§

{ DORFUELTAX V14501¥F0104

B863V14501MF104 05 25 01

@ stats in column 15
€ isafter vname, on 3 different row
checkdata

fALLARD. BARBARA

e Variable length text, max length 56 , min length 1

@ is after tolakorcheck, on the same row

1005039910
PAYHENT

11,116.81

11, 116.85

34.00
34.0

1l,116.81
34.00
17.00
31.11
$1.00
142.01
43.33

Now the policy is ready to be exported into an external application. In this example we

will be exporting into Excel. Click on the file option on the menu bar and choose Export.
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b
ID: iA657

OURL PAGE 27
ECK REGISTER BY AGENCY

860 DOR-OPER RAL BANK, JEFFERSON CITY BANK ACCOUNT 1005039910

K
LR

VOUCHER CHK  VENDOR PAYMENT
DATE CAT  INVOQICE ANMOUNT

57188 ALBAUGH, 05 29 D01 V14501MF 130 11,116.81
TOTAL FOR CHICK:; 11,115.83

7189 ALLARD. 25 01 V14501MF0045 34.00
ITOTAL FOR CHECK:;

7180 ALLEN, MFO38 05 25 01 V14501MF0038

{TOTAL FOR CHECK:;

070 0S 25 01 V14501MF0070

7191 UG, C

7192 BARKLEY,

‘TOTAL FOR CHECK :i

57193 BARKLEY, JAHMES | DORFUELTAX B863V14501HF104 05 25 01 V14501MFC104

{TOTAL FOR CHECK :i

ALBAUGH, INC 11,116.81
ALLARD. BARBARA 34.00

ALLEN, DENNIS X 17.c0
AUG, CHARLES D 31.11
BARKLEY, JAMES §1.00
BARKLEY, JAMES 142.01

BE.

HANDLE CO IKC 43.33

There are several options in the Export to File dialog box. Click on the appropriate pages
option and type in the filename including the file extension. If exporting into Excel the
extension 1s .xls, if exporting into Word the extension is .doc. Click on the Save button.
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ication.

appl

Open the file from the Excel
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ext Ipolt ‘Wizard - Step 1 of 3

From the Import Wizard choose between Delimited and Fixed Width. Scroll down to
look at how the data is separated. If you have a character such as a comma in the above
example Delimited is the correct choice. Fixed width will show the data formatted in
columns without a character between the columns. Click on the Next button.
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In Step 2 of the Wizard choose the character that is separating the data. In this example

€« »

click on Comma. The “,” will now disappear and the data is separated into 2 columns.
Click on the Finish button.
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EAMER HANDLE GOIlNC
EISLY OIL 6O

EMMER . HENRY
URKE, GARY L
URKEMPER, THOMAS B

NTY ROAD & BRIDGE
21 CATO, BRIAND

HAMEERS, JOE W
LARK, JAMES T
LINTON READY MK

The data is now available in Excel.
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ABS7ATR {200105311200001}

';3 5

05/30/01. STATE OF HMISSOURI PAGE:
REPORT 1ID: VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS URITTEN 05/31/01
AGENCY: 860 DOR-OPER TRANSACTION CODE: AD BANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005038910
CHECK VENDOR VENDOR VOUCHER VOUCHER CHK  VENDOR
NUMBER NANE CODE NUMBER DRTE CAT  INVOICE
00006157188 ALBAUGH, INC DORFUELTAX 863QR100013504 85 29 01 V14SD1MF130
TOTAL FOR CHECK:
00006157185 - ALLARD. BARBARA DORFUELTAX $63V14S501MF045 05 25 01 V14501MFO04S
TOTAL FOR CEHECK:
00006157150 ALLEN, DENNIS E DORFUELTAX 863V14501EF038 05 25 01 V14501NF0038
TOTAL FOR CEECK:
00006157191 AUG, CHARLES D DORFUELTAX 863V14S018F070 05 25 01 V14501MF0070
TOTAL FOR CHECK:
00006157192 BARKLEY, JANES DORFUELTAX 863V14S501MFO67 0S5 25 01 V14501KFO067
TOTAL FOR CHECK:
00006157193 BARKLEY, JAMES DORFUELTAX 863V14501MF104 05 2§ 01 V14501MFO104
TOTAL FOR CHECK: 142.
00006157194 BEAMER EINDLE CO INC DORFUELTAX 863V14501mF027 05 25 01 V14S01NF0027 4
TOTAL FOR CEECK: 43.
00006157195 BEISLY OIL CO DORFUELTAX 863V14501MFC97 05 25 01 V14501MF0097 34
TOTAL FOR CHECK: 340.
00006157196 BERDEAVY, ROBERT E DORFUELTAX 863V14501MFOS0 OS5 25 01 V14501NFOCSO 18
TOTAL FOR CHECK: 180
00006157187 BERTRAM, FRED DORFUELTAX 863V14501MF044 05 25 01 V14501KFD044 14

Scripts can be created to record mouse and keyboard movements. A script can save the
user from repetitive tasks. Scripts are very comparable to macros in Word and Excel. To
start recording a script you can use the Script option on the menu bar and choose Start
Recording, or you can click on the video camera on the toolbar.
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DocumentDuect - [SDCOS15.state.mo. B657ATR (20010531120000]]

05/30/01 STATE OF HISSOURI
REPORT ID: VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01
AGENCY: 860 DOR~OPER TRANSACTION CODE: RD BANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005039910
CHECK VENDOR VOUCHER VOUCEER CHK  VEINDCR PAYHENT
NUMBER CODE NUMBER DATE CAT INVOICE ANOUNT
00006157188 DORFUELTAX 863QR100013504 0S5 29 01 V14501HMF130 11,116.81
TOTAL FOR CHECK: 11,116.81
00006157189 DORFUELTAX 863V14S501MFO4S 0S 25 01 V14501MFOD4S 34.00
TOTAL FOR CHECK: 34.00
00006157150 DORFUELTAX 863V14S01MF038 05 25 01 V14S01KFO038 17.00
TOTAL FOR CHECK: 17.80
00006157151 DORFUELTAX B863V1i4501MFO70 05 25 01 V14501¥F0070 31.11
TOTAL FOR CHECK: 31.11
00006157192 DORFUELTAX 863V14501MFO67 05 25 01 V14501HF0O067 51.00
TOTAL FOR CHECK: $1.00
00006157193 DORFUELTAX 863V14501MF104 0S 25 01 V14501MF0104 142.01
TOTAL FOR CHECK: 142.01
00006157194 DORFUELTAX 863V14501MF027 05 25 01 V14501MF0027 43.33
TOTAL FOR CHECK: 43.33
00006157195 DORFUELTAX 863V14501MFOS? 05 25 01 V14501HFQ097 340.00
TOTAL FOR CHECK: 340.00
00006157196 DORFUELTAX 863V14501MF0S0 05 25 01 V14501MF00S0 180.86
) TOTAL FOR CHECK: 180.86
00006157197 DORFUELTAX 863V14501MF044 05 25 01 V14501MF0044 149.70

Go through each step you want to record. In this example we will hide the report header
information and the Voucher Number, Voucher Date and Chk Cat columns. Then export
the information into Excel. Save the Script from the menu bar option and then Stop
Recording. It is important to stop recording the script before you open the external
application. To use the Script choose the Playback option under the Script menu bar
option.
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05/30/01 N
REPORT ID: AEt

AGENCY: B60

ANK: 00 CENTRAL BANK, JEFFERSON CITY BANK ACCOUNT 1005039910

VOUCHER VOUCHER CHK VENDOR PAYMENT
NUMBER DATE CiT INVOICE

863QR100013504 05 29 01 V14501HMF130
TOTAL FOR CHECK:

00006157168 &

00006157189 2

863V14S01NMF04S 05 25 01 V14S01MFO045
TOTAL FOR CHECK:

00006157190 &

863V14501MF038 05 25 01 V14S01NFDO38
TOTAL FOR CHECK:

00006157191

863V14501XF070 05 25 01 V14501MF0070
TOTAL FOR CHECK:

00006157192 E

863V14S01MFO67 05 25 01 V14S01MFDO67
TOTAL FOR CHECK:

00006157193 BARKLEY, JANES DORFUELTAX 863V14501MF104 05 25 01 V14501NMF0104 142
TOTAL FOR CHECK: 142.¢
00006157194 BEAMER HANDLE CO INC DORFUELTAX 863V14S01MFO27 D5 25 01 V14501MF0OO27

TOTAL FOR CHECK:

00006157195 BEISLY OIL CO DORFUELTAX 863V14501MF037 05 25 01 V14501MF0097
TOTAL FOR CHECK:

00006157156 BERDEAVY, ROBERT H DORFUELTAX 863V14501MFOSO 05 25 01 V14S01NF0O050 18¢
TOTAL FOR CEHECK: 180.¢
00006157197 BERTRAM, FRED DORFUELTAX 863V14501iMF044 0S5 25 01 V14501NF0044 1.

The Print dialog box has several options when printing. It is important to note that the
page numbers for the report can be found on the status bar. The report page number on
the top right hand corner of the report is not the page number used in MOBIUS.
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05/30/01 ' STATE OF MISSOURI
REPORT ID: A6574 VOUCHER PAYMENT CHECK REGISTER BY AGENCY
FOR CHECKS WRITTEN 05/31/01

AGENCY: 300 OA-OPER TRANSACTION CODE: AD BANK: 00 CENTRAL BANE, JEFFERSON

CHECK VENDOR VENDOR VOUCHER VOUCHER CHK
NUMBER NAHE CODE NUMBER DATE CAT
TOTAL FOR
00006158391 ENGLAND & CO CASE NGT INC 43185851700 3004v000255068 05 29 01 JU 14423

TOTAL FOR CHECK:

00006158392 BRUCH, JOHN K 48956302000 300ER002129177 05 22 01 JW 052601
TOTAL FOR CHECK:

00006158393 PARHANN, JUDY K 49074615100 300ER002128826 05 21 01 JW 052601
TOTAL FOR CHECK:

00006158394 BOYER, SUSAN B 49270003000 300ER002129371 05 21 01 JW 052001
TOTAL FOR CHECK:

00006158395 DENNY, ROBERT K 49862831200 300ER002129416 05 21 01 JU 052201
TOTAL FOR CHECK:

Annotations allow the user to annotate the report by creating such options as Text notes,
and highlighted entries. Not all users may have Annotations installed with their
MOBIUS install. If you see a red paper clip on the toolbar you have access to
Annotations.

Click on the red Paper clip to bring up the Annotations toolbar. Click on the yellow text
box and place your mouse back in the report area. Notice the pointer changes into a
black plus sign. Click and drag to create a text box and type in some text. Click outside
the text box and a yellow sticky note appears. To modify the text or background colors
right click on the text box and choose your edit option.

To delete an annotation right click on the annotation and choose Delete.
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